
Advanced Planning for an Assessment 

What is an assessment?  An assessment is nothing more than data gathering and analysis.  DLA 
Document Services gathers data related to: 

 The number of printers, faxes, copy machines and scanners with a given location.   

 The number of staff supported by those devices within a given location.  

 The amount of usage for each device type. 

We then compile the data and analyze it against predetermined standards developed from 
historical data and industry standards.   

DLA Document Services offers 3 Assessment Models for deployment, a physical walk-thru 
inventory by DLA Document Services staff, a Web Based Data Collection offering to be 
completed by Department of the Navy staff or a .  The three models are: 

• Desktop (Physical Walk-Through of the Designated Locations) 

 Benefits: 

 No action required by activity staff 

 Data validity is high and 98-100%  accurate 

 Challenges: 

 The process can be perceived as intrusive to the activity staff 

• Web Based Data Collection tool (Customer receives a URL and completes a 
questionnaire) 

 Benefits: 

 Highly automated 

 Activity managed 

 No perceived outside intrusion 

 Challenges: 

 Data accuracy is dependent on activity buy-in of the project 

 How it is implemented i.e., single point of data entry, multiple points of 
data entry 



• Customer Completed Data Sheets (Customer receives a previously formatted 
spreadsheet and inputs the data fields) 

 Benefits: 

 Activity managed 

 No perceived outside intrusion 

 If inventory is documented it can be exported to the Data  
Sheet 

 Challenges: 

 Data accuracy is dependent on activity buy-in of the project 

 How it is implemented i.e., single point of data entry, multiple points of 
data entry 

 Data entry is mundane which can also lead to inaccuracies and time lags in 
completion 

Each model is designed to be flexible to fit any environment but have the following 
recommendations of application: 

Desktop (Physical Walk-Thru)  
Echelon's 1&2 
Audience is higher ranking  
The customer assets are not known and are not documented 
The ratio of users to assets is high or unknown (more users assigned to fewer assets) 
Building locations are few and close in proximity 
 
Web Based Data Collection 
Echelon's 2 or 3 
The customer assets are not known and are not documented 
The number of Assets is over 500 
The ratio of users to assets is low or unknown (a few users assigned too many assets) 
Building locations are numerous and geographically dispersed   
 
Data Collection Spreadsheet 
Echelon 3 or lower  
The customer assets are known and documented  
The ratio of users to assets is low  
A designated Asset Manager exists 



 
Preparing for Your Assessment 
  
DLA Document Services deploys strong project management techniques to ensure the least 
impact on our customers.  As data gathering is the goal of an assessment we need to have 
addresses (where are we to collect) and have on site points of contact (who will we work with). 
This information will help us to define the scope, assign appropriate resources and to schedule 
assessments.  To this end, there are recommended action items for an activity to prepare for an 
assessment.  The following outlines the recommended preparation actions: 
 
1.  Identify a primary and alternate person who will be the main POC for the entire Assessment 
within your activity. 
 Name 
 Phone 
 Email 

2.  Identify each location to be included in the Assessment 
 Echelon 
 Installation 
 Street Address 
 Building Number 
 Number of floors 

3.  A point of contact for each location. It is a good idea to have a person for each location who 
knows we are coming and can coordinate access with that location. 
 Name 
 Phone 
 Email  
 Alternate POC is recommended 

 
This information should be provided in an Excel spreadsheet but can also be provided in a Word 
document table.  DLA Document Services will take this information and develop and assessment 
schedule and provide the DLA Document Services assigned coordinating staff contact 
information for each location. 
 
 


